ACCESS TO PRINT THROUGH THE INTERNET

1. After making changes to your detail budget, use the PRINT option screen
and submit as usual.

2. Go to www.sc.gov and click on ‘State Employees’ at the top of the page.
Under ‘Related Links’ on the right side, click on the item ‘DocView/Web
- Qutput Management’. Make sure that you use Internet Explorer as your web
browser.

3. Enter FDS as the User Name, no password is necessary on this screen.
4. Click ‘Report List’

5. Enter User ID (as assigned by the Budget Office) and password.
For First Time Logon Each Year: Enter User ID, Tab, Enter Password as
assigned by the Budget Office, Tab, Enter new password, Tab, Enter new
password again, then click ‘Sign On’.

6. The Report List should pull up. Click on the ‘Report ID’ that you want to
print.

7. This screen shows the print image of the report. Select ‘Print’ at the top of
the page.

8. On the Print Report Screen that pops up, use the drop down box by “Select
Text Size’ to change text to ‘Smallest’, enter the page range or select all to
print, then click ‘Print’.

9. The Print box from your computer should pop up. In this box, go to
‘Properties’. Find the place to select ‘Landscape’ printing. Click ‘OK”.

10.When you have finished printing, click ‘Logoff” to end your session.
Otherwise, access will be denied until your User ID has timed out.

11.If you have questions, please contact your budget analyst.
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